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FOREWORD 



The Division of Vocational Education, University of California, 
cooperates with the vocational services of the California State Department 
of Education in the preparation of studies, conducting research, and in 
publishing reports of value in the general development of vocational 
education. Funds for this purpose are provided to the Division of 
Vocational Education by the vocational services of the California State 
Department of Education. 

This publication, BUSINESS WORK EXEERIENCE EDUCATION PROGRAMS, was 
requested by Mr. Rulon C. Van Wagenen, Chief of the Bureau of Business 
Education, California State Department of Education. 

Melvin L. Barlow, Director 
Division of Vocational Education 
University of California 



PBEFACE 



This operational handbook contains suggestions which 
should be helpful in the organization and operation of business 
work experience education programs. It is arranged in logical 
sequence to render assistance in the initial planning and in the 
conduct of the program. This publication includes a sanple of 
various forms which have been used in the conduct of business 
work eaperience education programs in some school districts in 
California. 

The basic material for this release was developed by 
J. C. Levendowski, Researcher and Teacher Educator, and Brenton 
R. Aikin, Regional Supervisor, of the Bureau of Business Education 
working in cooperation with the Bureau staff. 

It is hoped that this handbook will make a contribution 
to the further development of business education work e^qperience 
programs in the State of California. 

Suggestions for its improvement are anticipated and 

will be sincerely appreciated. 



WESLEY P. SMITH 

State Director of 
Vocational Education 



R. C. VAN WAGENEN 

Chief, Bureau of 
Business Education 
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ORGANIZING THE BUSIIffiSS WORK EXPERIENCE EDUCATION PROGRAM 
A. The Program Defined 

Over one-half of California’s labor force is employed in the 
busings occupations. The State’s expanding and changing 
wiU require that more and better-trained persons 

oc^plKl competencies needed for employment these o^uj^tions. 
TO n^t these Sands, schools and business ®^hoation tope^e^^ 
are viewing work experience education programs as a means to e^ana 
the bisi^s education curriculum and thus provide more students 
yj_-th bus inass occupational training* 

Business work experience education programs, the e^loyment of 
in the business occupations combined with related class- 
rS St^cSon! pSe the student with the opportunity to apply 
sSlf ^rto^Ws learned in the classroom to act^l 
sSuations. Students enrolled in these programs receive both school 

credit and pay for their work. 

Business work experience education programs have as "the^ 
trolling purpose the development of vocational co^etence, *hus ttey 
^e v^tSl in nature. Reference should be made to the 

Administrative Code, Title 5, Sectira 115.21 ^ Voca- 

classifications of work e3q>erienoe education, 

Unric Experience Programs both use the medium of on-Job expe 

rien^ ?rLSatrvoSnal learning. The 
of the General Work Experience Program is to 

tional competence, whereas the purpose of the Vocational Work E^ 
rL^e Pr^am is to develop both general and specif ^a occupational 

competence . 

General Work Experience is directed toward the student who has 
some business education skiU backgromid which tls^^ 

placement on the Job. Vocational Work 

aLf^ntSns ^^current related i°V5isLicti:^^^ 

with the on- job training. This correlation of k 

coB®lished through the Training Agreement (see form number 9) • 

True work experience education results only when it encompasses 
a sysStirpl^whereby young people, while still la 6®^“ 

realistic employment ejqperience through part-time work performed 
under all of the following conditions; 

1. The school adcT)ts a specific plan of ^eratlon based on a 
written outline that shows the respective roles of the 
school, the student, and the employer. 

a. The school assigns qualified personnel to ^^®®* 

and to coordinate student jobs with the school learnings. 

3. The school makes certain that work done by students is of a 
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useful, wortliwhile nature, eund that federal, state, and 
local laws and regulations are followed. 

4 . The school, with the help of the employer, evaluates work 
done by students, awards credit for work successfully ac- 
complished, and enters pertinent facts concerning the 
student's work on his permanent record.! 

B, Advantages to the Student, School, and Businessman 

Business work experience education programs provide valuable 
assistance in preparing students for employment in the business oc- 
cupations. Although the benefits of the program are extended pri- 
marily to the student, several additional groups ^e benefited, 
including the school and businessman. The following benefits of 
the programs to these three groups are of ma;jor importance. 

Advantages to the Student: 

1 . Provides him with the opportunity to develop skills 
and attitudes; acquire knowledges necessary to secure 
employment in the occupation of his choice. 

2. Assists him to broaden his understanding and apprecia- 
tion of the business world. 

3 . Provides him the opportunity to acquire specific train- 
ing not available in the conventional vocational 
business education programs. 

4 . Helps him to determine future educational and occupa- 
tional needs. 

5 . Assists the student in developing desirable personality 
traits needed for successful employment. 

Advantages to the School: 

1. Provides an opportunity for students to acquire addi- 
tional skills and knowledges not possible or practical 
in the classroom. 

2. Utilize J the community resources to provide specific 
business training in practices and procedures that 
cannot be offered in regular classroom instruction. 



• Slandbook on Work Experience Education , California State Department 
of Education ^date), pp» 1-2 • 
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3 « Provides a means through which the school can becoiae 
familiar with employment standards and changing occupa- 
tional requirements. 

4. Acquaints the community with the types of vocational 
business education programs being offered in the school. 

Advantages to the Businessman; 

1. Provides an opportunity for the businessman to cooper- 
ate in the training of students for employment in the 
business occupations. 

2. Provides him with a constant supply of persons who 
have occupational experience in the business world. 

3 . Reduces turnover of new enployees because students 
have had the opportunity to adjust to the world of 
work. 

C. Suggested Organizational Patterns for Business Work Experience 
Programs 



Business Work Eaqperlence Programs may be designed to ilt a 
variety of organizational patterns . The particular way in which 
the program is placed in the school is dependent on many factors. 
These include: 

1. Occupational field 

2. School philosophy 

3 . Pattern of existing or planned vocational programs 

4. Nature of the employment ccmnnunlty 

5 . Students to be served 

6 . District fiscal ability 

7 . Facilities availability 

The purpose of this publication is to assist districts in as- 
sessing these factors and planning a Business Work Experience Program 
which will meet the individual vocational needs of students within 
the capabilities of the school. 

All Business Work Experience Education Programs are based on two 
entities; (l) individual and group instruction in the related class 
in which all students are enrolled, and (2) Instruction through part- 
time employment. Any variations among program formats would be in 
the way in which they are organized, supervised, the curriculum of 
the related instruction class, and the occupations involved in the 
part-time employment. 



-3 



As stated previously, business education includes instruction 
in both the office and distributive occupations, hence all Business 
Work Experience Programs provide related classroom instruction de- 
signed to ensure the student's employability in either or both of 
these occupational fields. 



- 4 - 



BUSINESS WORK EXPERIENCE PROGRAM IN DISTRICT WITHIN OTHER 

WORK EXPERIENCE PROGRAMS 




PROGRAM ADMINISTRATION: 

Provided through district Work E:q>erience Coordinator 
TRAINING STATION DEVELOPMENT: 

Provided through district Work Experience Coordinator^ and 
allocated to building programs on the basis of occupation 
and geographic area. 

RELATED CIAS8 INSTRUCTION: 

Provided by building level teacher coordinator. 

COORDINATION OF PART-TIMB EMPLOYMENT: 

Provided by building level teacher coordinator. 



BUSINESS WORK EXPERIENCE PROGRAM IN THE INDIVIDUAL SCHOOL 




PROGRAM ADMINISTRATION: 

Provided by teacher coordinator 



TRAINING STATION DEVELOPMENT: 



Provided by teacher coordinator 
RELATED CLASS INSTRUCTION: 

Provided by teacher coordinator 
COORDINATION OP PART-TIME EMPLOYMENT: 
Provided by teacher coordinator 
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THE COOPERATIVE OFFICE & DISTRIBUTIVE EDUCATION PROGRAM (C.O.D.E.) 




PROGRAM ASMINISTRAXKHIt 

Provided jointly ty teacher end teacher coordinator 
TRAINING STATION DlVEMnOOnt 

Provided hy teacher coordinator 
RELATED CLASS XR8TIRICTZ0N! 

Scheduling related claesee during eeae tiae period for 
coordinated teaching# team teaching# or individual claaa 
inatruction* 

COORDINATION OT EAKT-flMI BIFLOniENT! 

Provided hy teacher coordinator 
, PROCffiAM COMTZHUlTTs 

Provided through cloae liaison betireen teacher and teacher 
coordinator 



BUSINESS WORK EXPERIENCE PROGRAM IN DISTRICT WHERE DISTRICT LEVEL 
WORK EXPERIENCE COORDINATOR PROVIDES ALL ON-JOB SUPERVISION 




L. 



RELATED 

INSTR. 



^ x: 



COORDINATOR 



ADVISORY 

COMMITTEE 



PROGRAM ADMINISTRATION: 

Provided through district Work Experience Coordinator 
TRAINING STATION DEVELOPMENT: 

Provided through district Work Experience Coordinator, and 
allocated to building programs on the basis of occupation 
£uid geographic area. 

RELATED CLASS INSTRUCTION: 

Provided by building level teacher 

COORDINATION OF PART-TIME EMPLOYMENT: 

Provided by district Work Experience Coordinator 

CONTINUITY OF PROGRAM: 

Provided through close liaison between district Work Experience 
Coordinator and building level related class instructor. 



BUSINESS WORK EXPERIENCE PROGRAM IN MULTI-BUILDING DISTRICT WITHOUT 
DISTRICT LEVEL WORK EXPERIENCE ADMINISTRATION FUNCTION 





PROGRAM ADMINISTRATION; 

Provided by building level teacher coordinators acting as an 
administrative committee. 

TRAINING STATION DEVELOPMENT; 

Provided by building level teacher coordinators. 

RELATED CLASS INSTRUCTION: 

Provided by building level teacher coordinators. 

COORDINATION OF PART-TIME EMPLOYMENT; 

Provided by building level teacher coordinators. 










The business occupations may be grouped into two major areas— 
the distributive occupations and the office occupations. 

The distributive occupations include proprietors, managers, 
and employees engaged primarily in the marketing and merchandising 
of goods and services. Persons en 5 >loyed in these occupations are 
commonly found in veu^ious business establishments such as retailing, 
wholesaling, manufacturing, storing, transporting, financing, and 
risk bearing. 

The office occupations include such Job titles as typist, 
general office clerk, stenographer, and secretary. These Jobs may 
be found in both public and private enterprise. The activities 
performed by office workers are classified as ’’facilitating func- 
tions." They include the following: 

1. Recording and retrieving data. 

2. Supervising and coordinating office activities. 

3. Preparing internal and external commxmications . 

4. Reporting of information. 



PLANNING ACTIVITIES 

Extensive planning is necessary if a business work experience 
education program is to be a success. The first step is to deter- 
mine if there is sufficient student interest and an adequate number 
of training stations to support the program; therefore, a student 
interest and community survey should be taken before a decision is 
made to establish a program. Once it has been decided that a program 
should became a part of the school’s curriculum, several other steps 
must be taken before the program can be established. These steps 
include the selecting of a teacher coordinator, promoting the program, 
organizing an advisory committee, developing the instructional pro- 
gram, and preparing the plan of operation. 

A. CONDUCTING STUDENT INTEREST AND COMMUNITY SURVEYS 

To ensure that the student interest and community surveys pro- 
vide the data necessary for determining whether a business work ex- 
perience educational program should be established, the students and 
the community must understand fully the purposes of the surveys. 

All available news media should be used to inform students, parents, 
businessmen, and the school faculty about the significance of the 
surveys . 

1. Student Interest Survey 

The student and community surveys should be conducted at 
the same time or nearly the same time and should be com- 
pleted as quickly as possible. The major purpose for 
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conducting the student interest survey is to determine how 
many students are interested in enrolling in the program* 

The following information also may be obtained from the 

survey; 

a. Number of students presently employed part-time 
in the business occupations* 

b* Names of business firms that enqploy students on a 
part-time basis* 

c* Occupational goals and other plans students have 
for the future* 

One of the means used for conducting the survey is a 
student interest questionnaire which may be distributed 
during a student assembly* During the assembly program, 
businessmen, counselors, and teachers may outline the bene- 
fits of the program to the students* The questionnaires 
may be handed out at the end of the assembly, and the stu-^ 
dents should be encouraged to discuss the program with their 
parents* A brochure outlining the benefits of the program 
to the students and the prerequisites for enrolling in the 
program is most valuable* A sample of a Student Interest 
Form may be found in Appendix B* 

2* Community Survey 

The community survey is needed to obtain information 
that can be used to determine whether a business work ex- 
perience education program should be established* The fol- 
lowing information would be sought through such a survey: 

a. Names of business firms that are presently employing 
students in the business occupations * 

b* Businesses that are potential training stations* 

c* Entry employment requirements in the business occu- 
pations * 

d* The labor market demand for trained employees in the 
business occupations* 

Once it has been determined what information will be re- 
quired in the survey, a preliminary draft of the question- 
naire should be prepared and sample -tested* 

While the questionnaire is being designed, a card file of business 
firms to be contacted should be prepared* A 3^5 card can be used to 
record information about each business; the firm’s name, address, 
type of business, telephone number, and the name of the owner or 

manager* 
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Civic clubs, chambers of commerce, governmental agencies such 
as the Department of Employment, and the Advisory Comnittee can as- i 

sist in conducting the community survey by doing the following; 

a. Providing mailing lists and other employment data. 

b. Acquainting their members with the need, content, and uses 
of the survey and encouraging them to help with the survey. 

c. Making their members aware of the benefits of the program 
to students and the community. 

d. Assisting in conducting the survey. 

Community surveys conducted through personal interviews tend to 
give the best results. The questions are less apt to be misinter- 
preted and, thus, the responses will be more reliable. Persons 
serving as interviewers should be chosen with care and should be 
thoroughly informed of the purposes for conducting the survey. It 
is not desirable, usually, to use students as interviewers; however, 
if they are used, they should be given formal instruction in inter- 
viewing techniques and supervised closely. 

Although personal interviews p>’oduce the best results, they are 
very time-consuming. Therefore, the most common method used to con- 
duct a community survey is to mail a questionnaire to selected busi- 
ness firms. This is particularly effective in large coninunities . 

Form 2, in Appendix B offers a sample ccarammity survey to serve as 
a guide in developing a form for local use. 

It is recommended tliat a cover letter from the superintendent 
of the school district or the principal of the school be sent along 
with the questionnaire, outlining the need for the survey and en- 
couraging the businessman to participate in the study. (See Appen- 
dix B, Form 3 for some sample cover letters.) To encourage a quick 
response by the businessman, the school should enclose a stamped, 
self-addressed envelope. A brochure on the proposed business work 
experience education program might also be enclosed to help the 
businessman better understand the program. 

When the completed questionnaires are returned, a detailed plan 
for recording the data should be followed. Questionnaires should be 
checked for their completeness, and the data should be tabulated. 

A blank questionnaire can serve as a form for tabulating the data 
received. 

A follow-up letter should be prepared and sent to those busi- 
ness firms that do not reply within a week to ten days. Sometimes 
a reminder by telephone will get a prompt response. 

3 . Preparing the Report 

The last step in completing the comminity survey is to 
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prepare a report of the findings, conclusions, and recommenda- 
tions based on the data gathered. It is important that the re- 
port be written in a clear, logical, and readable style, and it 
should meet these basic requirements. 

a. Has unity, coherence, and emphasis. 

b. Has interest appeal and it is written with the reader 
in mind. 

c. Follows an acceptable order or form for the presenta- 
tion of the various pstrts of the report. 

d. Has been subjected to careful study and revision before 
the final copy is prepared. 

B. SELECTING THE TEACHER COORDINATOR 

When the need for, and interest in, a business work experi- 
ence program has been firmly established, the selection of a 
qualified teacher coordinator is one of the first steps in 
establishing the program. 

The teacher coordinator is the key to success of the program. 
He must have the professional preparation and occupational expe- 
rience to make him effective in teaching the related classes and 
earning the respect of the business community. 

He should have a wide range of business experience to give 
him an adequate understanding of the business occupations in 
which the students he will supervise are employed. And he should 
have the personality traits that are necessary for him to get a- 
long with many types of people in school and in the community. 

The following standards and requirements for teaching person- 
nel from the 1966 Interim California State Plan for Vocational 
Education apply to business education programs funded under the 
George-Barden Act and the Vocational Education Act of I963* 

1*53“3 The minimum qualifications of distributive and office 
education instructional personnel shall be as follows: 

(a) Professional prepeu^ation; Shall hold a valid 
California teaching credential which authorizes 
the holder to teach the distributive and office 
subject or subjects to be taught. 

(b) Occupational experience: Shall have, in the 

subject matter field, occupational competency 
commensurate with the grade or difficulty level 
to be taught. The determination of occupational 
competency in the subject matter field shall be 
based upon a minimum of two years of successful 
work experience, in addition to the normal learn- 
ing period, for the occupation to be taught. 
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Any departure from this provision shall require 
other additional evidence of subject matter ccm- 
petency as determined by the State Board Staff. 

C. ORGANIZING THE ADVISORY CCMIITTEE 

An advisory comnittee is a group of people chosen to guide, 
advise and counsel, and assist to evaluate the work and help carry 
out the objectives of the work ejqperience program. Members should 
be chosen from among individuals who have an understanding of and 
interest in the business and vocational educational program of the 
community. 

An advisory committee can be extremely helpful in assisting the 
teacher coordinator in organizing and operating a business work ex- 
perience education program. This committee of six to ten persons 
provides a major channel of communication between the school and 
community. Although it is only advisory in character, the committee 
can make specific contributions to the development and operation of 
the program by; 

1 . Assisting in the promotion of the program. 

2 . Helping to locate training stations. 

3. Making suggestions concerning the content of the related 
instruction. 

4 . Helping to obtain classroom equipment and instructional 
materials. 

5. Serving as a "sounding board" for new ideas. 

♦ 

6. Suggesting courses of action on general problems facing 
the teacher coordinator. 

7. Assisting in the maintenance of good community relations. 

8. Participating in the evaluation of the program. 

9. Providing information concerning employment standards and 
employment opportunities for graduates. 

Selecting the Advisory Committee ; 

The committee should be made up of representatives from business, 
labor, 8uid civic groups. Each member should be given a definite term 
of appointment. If a member has been a valuable contributor, he 
should be considered for reappointment. 

At least three criteria should be kept in mind when selecting 
individuals to serve on the conmittee; 
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1. Experience— Persons should have business e:q?erience and 
have the respect and confidence of their associates. 

2. Adequate Time — Persons should have the time and flexibility 
in their work schedule to permit active participation on 
the committee. 

3 . Cooperativeness— Persons should have a strong sense of 
responsibility toward their school and community and have 
an understanding and interest in the program. 

It is suggested that the teacher coordinator and the principal 
prepare a lit^t of individuals whom they feel are qualified to serve 
on the committee. This list should be sent to the superintendent 
of the school district and governing board for their approval. A 
letter from the superintendent should be sent to those persons 
selected explaining the purposes of the committee ^d inviting them 
to serve on the conmittee. (See Appendix B, Form 4 , for a sample 
of appointment.) 

The value of any advisory committee depends largely upon the 
ability of the teacher coordinator to use it effectively. Several 
points should be remembered when working with an advisory committee 
if the committee is to function successfully. 

When an advisory ccmimittee is formed, it should be informed that 
it serves in only an advisory capacity, not as a policy-making body. 

Since committee membership is on a purely voluntary basis, care 
should be taken as to the number and types of tastes given to committee 
members. However, they should be given specific auties so that they 
may feel that their efforts have been worthwhile. 

Members should be allowed adequate time to complete their assign- 
ments. They should be kept informed of all the developments relating 

to the program. 

The teacher coordinator should prepare an agenda for each meeting 
and send it to each member of the advisory committee far enough in 
advance to enable the members to be prei>ared to act on the agenda. 

In preparing the agenda, consideration should be given to anticipated 
problems as well as to difficulties encountered during the interim 
between committee meetings. 

It is common practice to send copies of the minutes of the meeting 
to the principal and committee members. These minutes provide a per- 
manent record of the activities of the committee and the action taken 
by the teacher coordinator. 

There is no generally accepted policy in regard to the number of 
meetings to be held each year . Opinions vary as to whether it is 
best to have meetings set for regularly stated intervals or to have 
meetings only when necessary. Many committees now operating meet 
whenever there is important business to be conducted* During the 
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initial stages of program develcpment, it is desirable for the com- 
mittee to meet regularly. A system of regularly called meetings 
may have an advantage in that members ca.n plan ahead and attendance 
may be improved. Furthermore, a committee which is working to 
build a worthwhile program will need to meet more often to carry 
out its assignment. 

G uide for Teacher Coordinators in Planning an Advisory Conmittee 

■% 

The teacher coordinator may find a guide helpful in planning a 
meeting, thus avoiding possible misunderstandings that may develop 
because details such as the following have been overlooked; 

1. Plan the agenda in cooperation with committee members 

2. Prepare materials to be presented. 

3. Make reservation for meeting room. 

4. Notify members of meeting date. 

5. Mail agenda to c^>uBiittee members. 

6. Notify the school administrators and invite them to attend 
the meeting. 

7. Invite other staff members, teachers, consultant, and 
special guests to attend when appropriate. 

8. Check reservation for meeting room a few days before the 
meeting. 

9. Check on physical facilities of the meeting room. 

10. Check on special equipment needed for the meeting. 

LI. Call members to remind th-mi of the meeting. 

12. Mail minutes of previous meetings to committee members 
and school administrators. 

13. Prepare progress report to present to committee. 

14. Prepare a report of action taken as a result of the last 
mcetlJig of the Advisory Committee. 

D. rjSVBLOPING THE PLAN OP OPERATION 

School districts planning to establish a business work experi- 
ence education program must prepare and submit a plan of operation 
to the State Department of Education one month before the proposed 
starting date. The California Administrative Code, Title 5/ Arti- 
cle 13.1, "Work Experience Education," Section 115.20, "Approved 
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Plan Required,” specifies the information that must be included in 
the plan (see Appendix A). 

Copies of the plans of operation from high school districts 
should be sent to the Bureau of Secondary Education; and from 
junior college districts to the Bureau of Junior College Education. 
When major amendments are made to the original plan, such amend- 
ments must be adopted by the governing board of the district and 
submitted to the State Department of Education for approval. 

It is suggested that copies of the approved plan of operation 
be provided for all school personnel involved with the program and 
for advisory comraittee members. Keeping those involved apprised 
of all aspects of the program should better ensure the program's 
success. 

Guide for Prepeuring a Plan of Operation 

The following is a siiggested outline for preparing a plan of 
operation for a' business work experience education program: 

1. The criteria to be observed by a school district and in- 
corporated into its application are based upon the follow- 
ing references: 

a. California Education Code 1963* Sections 8351-8358* 

b. California Administrative Code, Title 5> Sections 

115. 20-115.26* *(May be found in Appendix A) 

2. Submit application to the California State Department of 
Education, Chief, Bureau of Secondary Education, or Chief, 
Bureau of Junior College Education, whichever is appro- 
priate. This application should be submitted one (l) 
month before the program begins. 

3. Include in the application: 

a. Official name of the school district, with address. 

b. Name of the chief administrative officer. 

c. Date on which the governing board of the district 
officially adopted the proposed plan for the business 
work e^erience education program. 

d. Name of the person, with position title, submitting 
application to the State Department of Education. 

e. School year in which the proposed program, if approved, 
is to be in operation. 

4. Describe the type of business work experience education 
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program to be conducted. (See California Administrative 
Code, Title 5, Sec. 115.20, "Approved Plan Required.") 

5. State the amount of credit toward graduation earnable by- 
students for their work e3q)erience (See California Admin- 
istrative Code, Title 5, Sec. 115.22, "School Credit*'). 

a. Give information concerning the amount of school 
credit that will be granted for work esqperience. 

b. Indicate for junior college students the ratio between 
the number of hours employed and credit to be granted. 

6. Explain the qualifications of students to be selected for 
the business work experience education program (See 
California Administrative Code, Title 5> Sec. II5.23, 

"Pupil Qualifications") with particular reference to the 
following : 

a. Proced\ires for recruiting students. 

b. Criteria to be used in selecting students. 

c. Parental approval for enrollment (for high school 
students only) . 

d. Vocational guidance services available to students. 

7. Give specific statement of plan for supervision of students, 
in accordance with California Administrative Code, Title 5> 
Section 115.24 "Supervision." Also include information on 
the workload of the teacher coordinator by indicating the 
following: 

a. Approximate number of students to be enrolled in the 
program. 

b. Number of class hours to be assigned for classroom 
teaching. 

c. Number of class hours to be assigned for coordination 
puiposes . 

8. State records to be maintained by the district (See 
California Administrative Code, Title 5> Section 115 • 25 
"Records") . 

9. State factors to be considered in the selection of training 
stations (See Title 5> Section 115.26 "Selection of Work 
Stations") . 

10. Indicate the role of the Advisory Committee. 

11. State the title of the aidministrative person in the school 
to whom the teacher coordinator will report. 

- 38 - 
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E. PROMOTING THE PROGRAM 

A well-planned program of publicity in the initial stages of 
organizing the business work experience education program will 
contribute to winning the support of school personnel, community 
groups, and students for the programs. 

It is suggested that after the teacher coordinator has been 
hired, the superintendent of schools or principal send a letter of 
introduction to persons who have expressed interest in the program 
and provide the newspapers and other news media with publicity 
about the teacher coordinator and the program. A sample letter of 
introduction may be found in Appendix B, Form 5* 

The teacher coordinator has the major responsibility for de- 
veloping and conducting a campaign to promote the program. Such 
a campaign would include the use of newspapers, radio, and W; 
talks to school personnel, civic and business groups, and students; 
and the distribution of brochures describing the objectives of pro- 
gram and its operation. Personal interviews with businessmen who 
have indicated an interest in the program serve as a vital part of 
the canpaign. 

After the program has been established, the maintenance of 
good public relations is vital3y Important. The teacher coordina- 
tor must constantly keep the public aware of the objectives of the 
programs and the progress of the programs. The activities and ac- 
conplishments of students provide excellent background material 
for news releases. The student, while serving the public at his 
training station, can also assist in creating a favorable image 
of the program in the eyes of the public. 

The cooperation and support of the administrative and instruc- 
tional staff is essential to the continued success of the program; 
therefore, the teacher coordinator should keep these individuals 
informed of the progress and activities of the program. Written 
monthly and annual reports should be prepared for selected staff 
members as a matter of policy. A special effort should be made to 
keep the counseling staff infomed continuously regarding the ac- 
conplishments of students on their jobs. 

Guide for Promoting the Business Work Experience Education Program 

The following suggestions are offered to assist the teacher co- 
ordinator with his plan for promotional activities. However, he 
should first explain his proposals to the principal and seek ap- 
proval before inplementing them. 

1. Use student speakers to explain the program to the student 
body and to business, labor, civic and parent groups. 

2. Prepare posters and displays for use in school and coordinate 
these promotional activities with other school events such 
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as career days, National Education Week, Back to School 
Night and Public Schools Week* 

3. Plan and schedule, if possible, an assembly for the entire 
student body to explain the purposes of the program and the 
requirements for enrollment. 

4. Develop and use audio-visual materials to esqplain the bene- 
fits of the program to students, faculty, and comiiunity 
groups . 

5. Plaii and sponsor enployer -employee banquets. 

6. Periodically prepare news articles for the local and school 
papers . 

7. Assist employers in securing temporary and seasonal part- 
time help. 

8. Join community civic groups and serve on their education 
committee. 

9. Work cooperatively with the State Department of Employment 
and community groups interested in youth. 

10. Prepare and distribute promotional brochures. 



III. The Related Instruction Program 
A. Program Planning 

If students are to obtain the educational benefits from business 
work experience education indicated in chapters 1 and 2, their ^ob 
experiences should be supplemented by and correlated with formal 
classroom instruction in school on a regularly scheduled basis, or 
by equivalent instruction scheduled at intervals throughout the 
semester, or by other types of related activities. Such related in- 
struction is a part of the business work experience program and 
takes place during the semester in which the student is enrolled in 
the program and is working on the Job. Making provisions for such 
instruction is of major importance as plans are developed. Decisions 
must be made concerning course content and instructional materials^ 
types of projects to be assigned students, and the acquisition and 
arrangement of classroom facilities. 

Nature of the Course Content 

The content of the classroam instruction differs according to 
the business occupational goal of the student. For example, a stu- 
dent who is enployed in an office will need to understand the tech- 
niques of office practice, including those understandings and skills 
which are required of office workers. The classroom instruction for 
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pGrsons who sjcg 6itiploy6d in a seIgs position or in thG distributivo 
or maxkGting occupations should GnqohasizG the basic principles under- 
girding our marketing system and especially emphasize correct usage 
of mathematics, English, and speech. 

The classroom instruction for all students who are en^loyed in 
the business occupations should stress the following: employer- 

employee relationships, techniques of applying for a job, develop- 
ment of good work habits, personal grocmiing, development of responsi- 
bility, occupational information, the value and use of money, laws 
and regulations affecting the workers, social security, income tax, 
banking, insurance, community service, and the like. 

B. The Office Occup«,L-^ns Curriculum 

Office educauxon is a broad program of instruction that incorpo- 
rates the application of many skills and understandings. The number 
of positions in the office area are many and varied ranging from 
entry level office positions to office management responsibility. 

The office education program should not only be designed for persons 
who are seeking entry employment, but for those who need preparation 
for advancement for more responsible positions in the office occupa- 
tions. 

In California, office education is offered by high schools and 
jujiior colleges, and in the adult education program. The program 
offered by the high schools is designed to provide, through special- 
ized instruction, opportunities for students to obtain employment in 
a wide range of office occupations ranging from file clerk to stenog- 
rapher. The program offered by the junior colleges is two phased. 

The first phase is to provide a program similar to that offered on 
the high school level for students who have not or could not avail 
themselves of the high school program. The second phase is to pro- 
vide specialized learning experiences that enable a student to build 
upon the skills and conqpetencies already acquired in high school. 

By maintaining, improving, specializing, and directing these previ- 
ously acquired competencies, a junior college program of instruction 
will enable a student to enter a vast array of office occupations at 
a higher level than was previously possible. 

Regardless of the level of instruction, there are occupational 
coopetencies that are essential for successful employment in any 
office occupation. The degree to which these competencies are 
demonstrated by the individual on the job wiU determine his ability 
to advance in the office occupation of his choice. 

Technical Skill Competency 

The development of technical skill competency should be related 
to the occupational goal of the student. The student who wishes to 
obtain employment in a secretarial occupation will have to p>ossess 
ability to develop typing, shorthand, and allied skills required in 
this occupation whereas the student who wishes to become a file 
clerk will not require the same degree of skill development. 
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Social Competency 



Office occupations, in the most part, are “group oriented.*' 

The ability of individuals to work well with others is a necessary 
requisite. Because of this human relations, personal traits, at- 
titude, and appearance play an importai-t part in the success of 
persons enaployed in the office occupations. 

Basic Skills Competency 

Oral and witten communication skills along with the ability 
to perform arithmetic coinputation are requisites for employment in 
almost any office occupation. Weaknesses that exist in these areas 
should be overcome through specialized insti*uction. Additionally, 
the office education instructional program should provide for the 
application of these skills to situations unique in the office oc- 
cupations . 

C. The Distributive Occupations Curriculum 

Distributive education is a program of instruction in merchan- 
dising, marketing, and management for persons planning careers in 
the field of distribution and for persons already employed in the 
distributive occupations. 

In California, distributive education is offered by high schools 
and junior colleges and in the adult education program. The program 
offered by the high school is designed to provide opportunities for 
students to prepare through some specialized instruction for entry 
jobs in the field of distribution; the ones offered by the junior 
colleges are to provide specialized instruction for employment in a 
distributive occupation. Due to changes taking place in marketing 
and innovations in merchandising of many goods and services, there 
has been some change in the competencies needed by individuals to 
gain and maintain employment in the field of distribution. It is 
vital that distributive education instructional programs be revised 
in light of these changes. Several occupational conpetencies have 
been identified as essential for successful employment in the field 
of distribution. The degree to which these conpetencies are demon- 
strated by the individual on the job will determine his ability to 
advance in the distributive occupation of his choice. Certain of 
the required conpetencies are discussed below: 

Marketing Conpetency 

The development of the marketing competency should include the 
study of selling and buying operations, se^es promotion, business 
management, and the role of the consumer in the marketing process. 
Although his responsibility may center on one function of marketing, 
a well-informed employee in the field of distribution should have an 
understanding of all the marketing functions and how the marketing 
system operates in the free enterprise economy. 
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Technology Competency 



Much of the success that the employee enjoys in the field of 
distribution depends on his knowledge of the goods and services he 
is helping to merchandise. He needs to understand the need of the 
technological relationship of distributive education to the other 
vocational education services of agricultural, industrial, and 
home economics education. 

Social CoKg)etency 

The distributive occupations are characterized as "people- 
oriented.” Therefore, human relations, personal traits, appearance, 
and attitudes play an important part in the success of persons em- 
ployed in the field of distribution. 

Fundamental Skill Competency 

Oral and written comnunication and the ability to use the 
arithmetical processes are requisites for employment in almost any 
distributive occupation. Students should be encouraged to enroll 
S classes that wiU assist them to overcome their weatoiesses in 
these subjects. The distributive education instructional program 
should include the application of these skills to situations unique 
to the field of distribution. 



IV. CONDUCTING COORDINATION ACTIVITIES 

The success of a business work experience education program can 
be directly attributed to the teacher coordinator's ability to plan 
and conduct those coordination activities necessary for the develop- 
ment and operation of the program. These activities Include the 
making of coordination calls, selecting training stations, preparing 
training agreements, selecting students, evaluating students work 
performance, keeping and maintaining records, and evaluating the 

program. 

A. MAKING COORDINATION GALLS 

Most of the coordination calls made by the teacher coordinator 
will be on the student's employer regarding his training. These 
calls should be made for a specific reason and in a professional 
manner. They include; 

1. Becoming familiar with the duties being performed by the 
student . 

2. Observing and evaluating the student's work performance. 

3. Discussing with the employer the student's training assign- 
ments . 

4 . Securing Instructional materials, equipment, and suggestions 
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to aid in making the related instruction more effective 
and meaningful* 

5. Becoming familiar with new business practices. 

6. Securing new training stations. 

7. Ensuring that the student is not e^qploited. 

8. Handling misunderstandings between the eD5>loyer and student. 

Many factors must be taken into consideration in deciding how 
often the teacher coordinator should call on an enqoloyer. Such 
considerations as the enqployer*s attitude toward the coordinator’s 
calls, the success of the student in performing his assigned duties 
and responsibilities, the geographical location of the training 
station, and the quality of instruction that the student is receiv- 
ing have a direct influence in determining the frequency of calls 
made on an employer. 

It is suggested that the teacher keep a record of his coordina- 
tion calls and the reasons for making them. A monthly report of 
these calls should be prepared for the principal of the school. 

Guide for Conducting Coordination Calls 

It is strongly urged that the teacher coordinator plan his co- 
ordination calls to ensxire maximum benefits from his visits. The 
following is a guide that should prove valuable in planning these 
calls : 

1. Make visits at a time convenient for the enployer. 

2. Group coordination calls by geographic areas to save travel 
time. 

3. Make clear to the enqoloyer the purpose of the visit. 

4. Plan the interview in advance. 

5. Evaluate the business as well as the student. 

6. Keep the interview on a businesslike, professional basis. 

7. Make a record of the interview. 

8. Record the employer’s comments on student’s performance. 

9. Determine the frequency of visits by the needs of each 
student, the distance to be covered, and the number of 
students in the program. 

10. Avoid interfering with the student’s performance of his 
duties. 
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11. Remember that much of the information that the teacher co- 
ordinator gathers is confidential. 

12. Be alert to possibilities for good public relations in the 
community. 

13. For promotional purposes, visit businesses where students 
are not employed. 

14. Do not overburden employers with student employee records. 

15. Use self-addressed cards or envelopes in correspondence. 

B. SELECTION OF TRAINING STATIONS 

A key factor in Business Work Experience Education Programs is 
the selection of Training Stations in which students receive on-the- 
job training. 

The importance of securing good training stations cannot be over- 
estimated. If the purposes of business work experience education 
programs are to be accomplished, and students are to obtain qiiality 
training, training stations must be selected with care. The 
California Administrative Code, Title 5> Article 13*1> "Work Ejqperl- 
ence Education,” Section U5*25> "Selection of Work Stations" lists 
several criteria for the selection of training stations . (See 
Appendix A.) 

These training stations are for the purpose of supplementing in- 
class instruction and are not merely a mechanism for the student to 
earn spending money. 

The following sources may be of assistance in identifying train- 
ing stations: 

1. Operating business firms 

2. Chamber of Commerce 

3. Civic organizations and service clubs 

4. Depcurtment of Employment 

5. Union representatives 

6. Members of the advisory committee 

In his search for training stations the teacher coordinator may 
have to make several coordination calls on one enployer to esqplain 
the purposes of the program, how it operates and to solicit his co- 
operation. The conmunity survey will provide the teacher coordinator 
with some indication of the business firms that are interested and 
willing to participate by enploying students. 
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Some students may be already employed prior to their enrollment 
in the program. It is the responsibility of the teacher coordinator 
to visit the en 5 >loyer and discuss the program with him and to deter- 
mine if the business firm would be a suitable training station. 

Guide for the Selection of Training Stations 

The following factors should be considered by the teacher co- 
ordinator in the selection of a business as a training station: 

1. Does the employer have a clear imderstanding of the objec- 
tives of the program? 

2. Is the employer willing to provide the student with a variety 
of learning experience, not merely pcu^t-time enqployment ? 

3. Will the student's assignments be within the range of his 
ability but at the same time difficult enough to provide a 
challenge? 

4. Does the business firm have an acceptable reputation in 
the community? 

5. Will the wages paid the student be comparable to those 
paid other beginning workers? 

6. Is the business accessible to students in terms of location 
and transportation facilities? 

7. Is the business currently observing all state and federal 
laws in regard to the employment of minors? 

8. Is the equipment used by the business reasonably modern 
and in good condition? 

C. EREPARIKG THE TRAINING AGREEMENT 

When a student is placed at a training station, it is advisable 
that a training agreement be prepared to prevent any misunderstand- 
ing about the conduct of the program. The agreement should state 
the program's aims and objectives, and the responsibilities of the 
employer, the school, the student, and the parents in its operation. 

Prior to requesting the various parties to sign the agreement, 
the teacher coordinator should make sure that they have a clear 
understanding of all the aspects of the program. 

A training agreement usually Includes the following points: 

1. The duties of the student. 

2. The average number of hours the student will be employed. 
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3« The responsibilities of the student; 

a* NotijEying the employer in case of unavoidable absence. 

b. Keeping the rules and regulations of the training 
station. 

c. Observing business etiquette. 

d. Cooperating with the training sponsor. 

e. Attending school regularly. 

4 . The responsibilities of the enployer; 

a. Training and supervising the student. 

b. Providing the student with a variety of learning 
experiences . 

c. Provision for meeting legal requirements of enployment. 

5. The responsibilities of the school; 

a. Provision of adequate coordination. 

b. Providing the student with learning activities co- 
ordinated with on-the-Job training. 

A sample training agreement is shown in Appendix B, Form 9 . 

D. SELECTING THE STUDENTS 

The careful selection of students for the business work experi- 
ence education program is vitally inportant to the success of the 
program. The person responsible for this coordination activity 
rests with the teacher coordinator, working in close cooperation 
with the counseling staff. 

Before any student is admitted into the program they should be 
interviewed by the teacher coordinator. This will give the teacher 
coordinator an opportunity to secure information about the student, 
his school activities and his occupational and educational goals. 

The student's counselor and teachers should also be consulted to ob- 
tain more pertinent information about the student. 

Several factors should be considered In the selection of a stu- 
dent for the program. These include his career objective, health, 
maturity, personality, school attendance and scholastic record. 
Special attention should be given to the student's achievement in 
course work related to his occupational goals. 
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Guide for Selecting Students 



The teacher coordinator should ask himself the following kinds 
of questions about the student before making his final decision to 
admit him to the program. 

1. Is the student J6 yearr of age or older? 

2. Has the student selected a business occupation as his career 
objective? 

3. Does the student have his parents* consent to enroll in the 

program? (Note: The California Administrative Code, 

Article 13.1, "Work Experience Educption," Sec Lion 115.23, 

"Pupil Qualifications" requires that high school students 
have the consent of their parents.) 

4. Has the student successfully completed a sufficient number 

of business courses to enable him to profit from the training 
he will receive at his training station? 

5. Does the student have satisfactory scholastic and attendance 
records ? 

6. Will enrollment in this program make a more significant con- 
tribution to this student's vocational future than enroll- 
ment in other course work? 

Compliance with Labor Laws 

Minors between l£ and 18 years of age, who are required to attend 
school must have a PERMIT TO WORK. These permits are issued by 
school authorities. Reference should be made to California Education 
Code, Sections 32101 through 12307, aaid California labor Code, Sec- 
tion 3299* 

Information concerning the legal requirements for wages, hours, 
and working conditions for women and minors in a variety of occupa- 
tions may be obtained from the Department of Industrial Relations, 
Division of Industrial Welfare. 

E. EVALUATING THE STUDENT 

Evaluation of student’s progress should be made on a regular, 
systematic basis in cooperation with the student's employer or 
sponsor. The teacher coordinator may find that employers will make 
a more thorough evaluation of the student *s work if they are provided 
with an evaluation sheet or rating form. Using a rating form has two 
advantages; First, all the points the teacher coordinator needs to 
know about are listed, so none will be overlooked; and, second, the 
rater can fill out the form at his convenience, when he has the time 
to give it serious consideration. This rating of the student's per- 
formance should be done by the person most familiar with the student's 
work— the enployer or training sponsor. It is the teaoher coordinator's 
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responsibility to explain the use of the evaluation sheets to the 
rater and to explain the use of the evaluation sheet to rate the 
student in relation to other beginning workers and not more experi- 
enced workers. A sample of a Student Training Progress Report can 
be found in Appendix B, Form 12. 

It is generally desirable that a written evaluation of a stu- 
dent's progress be made at least once during each half semester. 

More common practice is for two or three such ratings to be made 
each semester. Frequent evaluation is valuable because it gives 
the teacher coordinator an opportunity to observe facets of the 
student's performance that should be corrected or inroroved and, in 
turn, to devote time either in class or in student conferences to 
accomplishing necessary correction or improvement. It is important 
that each student has an opport\mity to go over his rating with the 
teacher coordinator each time one is made. 

The teacher coordinator has the responsibility for evaluating 
the student's work, both on the Job and in the related instruction. 
On the basis of this evaluation, the teacher coordinator assigns 
grades and awards credit for the achievements of the student. 

In some cases he may give one grade for student's work on the 
Job and another for related instruction; in others, only one grade 
may be given. 

Those making any evaluation of student ' s performance in a busi- 
ness work experience education program should obtain information 
concerning certain areas of his training. Some of these areas are; 

1. Personal appearance 

2. Attendance and punctuality 

3 . Cooperation and dependability 

4 . Volume of work produced 

5 . Quality of work produced 

6. Knowledge of required skills and related information 

7 . Observance of rules and regulations 

8. Ability to maintain good employer and co-worker relations 

9 . Attitude toward training assignments 

10. Ability to follow instructions. 

Students should receive credit toward graduation for both class- 
room instruction and their work experience. The amount of credit 
they receive for the training varies with the policy of each school 
district. Althou^ there are no regulations concerning the minimum 
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amount of credit that may he granted, the maximum number of credits 
has been designated by regulations of the State Board of Education, 
and appear in the California Administrative Code , Title 5; 

Article I 3 .I, "Work Experience Education," Section 115*22, "School 
Credit . " ( See Appendix A . ) 

P. CONDUCTING STUDENT CONFERENCES 

The teacher coordinator should schedule a part of his coordina- 
tion time for conducting student conferences. These conferences 
provide the students with an opportunity to discuss the problems 
that they encounter at their training stations and receive assis- 
tance in meeting them. The frequency of these conferences will de- 
pend upon the needs of the student and the amount of supervision 
that they receive from their enployer. 

^ Conferences should be held, also, by the teacher coordinator to 

© review student *s performance on the ^ob. The basis for these con- 

ferences should be the employer *s evaluation reports and the teacher 
coordinator’s discussions with the employer. If it is appropriate, 
the teacher coordinator may suggest to the student ways he can im- 
prove his job performance. The frequency of such "problem" confer- 
ences will depend upon the needs of the student and the amount of 
supervision that they receive from their employer. 

A record of each student conference should be kept by the teacher 
coordinator to aid in planning future conferences and in reviewing 
his guidance activities. 

An example of a Visitation and Student Conference Report can be 
found in Appendix B, Foim 11. These reports should be kept in the 
student’s folder. 

The student may receive also assistance in solving problems he 
encounters at his training station in the classes where instruction 
is related to the job he is performing. 

Occasional three-way conferences between the student, the train- 
ing sponsor, and the teacher coordinator to discuss progress and plsui 
future training can also be very valuable. 

G. MAINTAINING RECORDS 

Districts conducting business work experience education programs 
should keep conplete records of the student’s performance on the 
job and in the related classes. Such records are. based on reports 
made by the employer and teacher coordinator. One criterion of a 
successful program may well be the adequacy and regularity with which 
reports are made and the system by which records are maintained. 

The California Administrative Code, Title 5> Article 13 .I "Work 
Experience Education," Section 3JL5.2^ "Records," states that the 
district shall maintain certain records. (See Appendix A.) 
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A record should be kept of the related classes in which the 
student is enrolled, the amount of credit awarded for work e:q>eri- 
ence, the total number of verified hours worked, and a brief ex- 
planation of the training received, unless its nature is well known. 
The teacher coordinator’s reports should Include information con- 
cerning the student’s attitudes, aptitudes, and quality of work. 

It is recoonnended that a record of a student’s work experience edu- 
cation training be entered on his permanent cumulative record. 

It is suggested that the teacher coordinator pr^are a record 
folder for each business work experience education student. This 
folder should contain the information required by the California 
Administrative Code . An arrangement of this folder may be found 
in Appendix B. 

H. CONDUCTING FOLLOW-UP STUDIES 

The justification of the business work experience education 
program is primarily based on the number of students which enter 
successful employment in the business occupations for which they 
have been prepared. 

The information and other valuable data can be seciired by follow- 
up studies of graduates. These studies, reipeated at regular inter- 
vals, can produce invaluable data for the improvement of the program. 
Students should be informed of the purposes and values of these 
studies and be urged to cooperate by completing the questionnaire 
sent to them at a later date. 

The purposes of the follow-up study are to; 

1. Provide an analysis of graduates of the program to determine 

the number— 

a. Employed in business occupations 

b. Attending a junior college 

c. Attending a four-year college or university on a full- 
time basis 

d. Employed part-time in a business occupation 

e. Serving in the military services 

f. Uneoployed 

g. Fa3-ling into other categories 

2. Determine the types of business occupations in which the 

graduates are employed. 

3 . Determine the nature of the duties and responsibilities 

Involved in the business occupations of the graduates. 
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U. Provide guidance information concerning job oipportunities 
in the business occupations. 

5 . Provide information concerning the strengths and weaknesses 
of the business work e:q?erience education program based on 
opinions of program graduates. 

6 . Provide information concerning the success, progress, and 
advancement of program graduates. 

7 . Provide information for the evaluation and improvement of 
the business work experience education program. 

The mailed questionnaire is the most conmonly used device in 
conducting follow-up studies. A second letter or postcard should 
be sent to all those who do not return the questionnaire within a 
reasonable length of time— two or three weeks. Follow-up inquiries 
may also be made by telephone in the case of local residents. A 
sample of a follow-up questionnaire can be found in Appendix B, 

Form 7* 

V. PROGRAM EVALUATION 

Periodic formal evaluation of the business work experience edu- 
cation program is necessary in order to: 

1 . Maintain high standards and a sound program. 

2. Determine areas where improvements could be made. 

3 . Determine if the program is meeting standards and criteria 
established by the California Administrative Code, Title 5> 
Article I 3 .I, Work Experience Education. 

Formal evaluation of the program should take place once each 
year. Informal evaluation is teddng place during the period of 
program development and during the operation of the program. 

During the development stage when the training stations and 
students are being selected, informal evaluation is taking place. 
In addition, the teacher coordinator is constantly receiving in- 
formal evaluation of the program from the enployers, the students, 
the parents, and school i>ersonnel. 

In evaluating the progress and success of the business work 
experience education program, the following principles should be 
applied: 



1. The evaluaticai should consider the age and inaturity of the 
program. 

2. The evaluation should be in terms of the program’s effec- 
tiveness in meeting the objectives of the local program. 
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3. The evaluation should be in terns of the program’s effec- 
tiveness in preparing the students for their career objec- 
tives. 

4. The evaluation should be in terms of the local environment. 

5 . The evaluation should consider the program as a whole, not 
as isolated segments, in the final analysis. 

Any evaluation of a business work experience education program 
should evolve around the following questions: 

Aims and Objectives 

1 . Has a plan of operation been developed setting forth the 
philosophy and objectives of the program? 

2. Is the program evaluated periodically in terns of these 
objectives? 

3 . Are the objectives reviewed and adjusted periodically, as 
changes occur, in terms of community and student need? 

Coordination 



1. Does the teacher coordinator’s schedule provide sufficient 
time for coordination activities? 

2. Does the teacher coordinator use this scheduled coordina- 
tion time only for coordinating piuposes? 

3 . Does the teacher coordinator plan his time carefully and 
develop a realistic schedule for coordination that he can 
follow? 

4. Does the teacher coordinator visit each training station 
and observe the student while he is at the training station? 

5 . Does the eDoployer and the teacher coordinator work together 
in close cooperation? 

6 . Is there regular contact by the teacher coordinator with 
the student’s employer in order to learn of the student’s 
training progress? 

7 . Does the teacher coordinator keep a record of his coordina- 
tion activities? 

8 . Does the teacher coordinator keep records of each student’s 
performance and progress on the job? 

9 . Does the teacher coordinator use the records of student’s 
performance and progress as a basis for both classroom in- 
struction and conference with students? 



- 33 - 



10. Is there a regular evaluation by the teacher coordinator 
and eii 5 )loyer of the student’s training progress? 

11. Does the teacher coordinator have the personal leadership 
qualities necessary to unite effectively school and comnun- 
ity groups in support of the program? 

12. Does the teacher coordinator participate actively in school 
and community activities? 

13. Is the teacher coordinator respected by the students and 
faculty? 

Training Stations 

1. Are employers briefed carefully concerning the purposes of 
the business work experience education program and of the 
training station? 

2. Has a training agreement been drawn up and discussed with 
the employer^ student^ and parents? 

3. Are training stations selected on the basis of whether or 
not their facilities provide adequate training opportunities? 

4 . Does the training station provide an opportunity for well- 
organized, varied learning situations? 

5. Are the legal requirements that are concerned with the em- 
ployment of students met? 

Instructional Program 

1. Does the classroom instruction include a variety of teach- 
ing methods and techniques such as conferences, lectures, 
films, panel discussions, student reports, and individual 
and group projects? 

2. In the planning of instruction, is full advantage taken of 
comminity resources by such activities as providing visits 
to local businesses and appearances of community leaders 
before the class? 

3. Are the students* individual problems given attention? 

4 . Is information presented concerning the basic skills and 
attitudes that are common to all persons employed in the 
business occupations? 

5. Does the teacher coordinator use suitable Instructional 
materials in the classroom? 

6. Are reports made by the employer and teacher coordinator 
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used as a basis for classroom instruction and conferences? 

Are the students given an opportunity to participate in the 
evaluation of the program? 

8 . Is there an effort made to provide instruction for each 
student directly related to his specific job situation? 

9 . Are the standards of achievement demanded in the related 
classes con^arable with those of entry business occupations? 

10. Are course sequences enough to prepare students for employ- 
ment upon finishing a sequence of courses? 

The Advisory Committee 

1. Has an advisory committee made up of school euid community 
representatives been appointed? 

2. Does this committee function actively? 

3 . Has this committee been used to assist in the formulation 
of the philosophy and objectives of the program? 

4. Has this committee been used to assist the teacher co- 
ordinator in locating training stations? 

5 . Does the teacher coordinator furnish leadership for the 
committee and help plan the agenda for its meetings? 

6 . Are the school administrator and the teacher coordinator 
actively involved in the operation of the advisory 
committee? 

7 . Does the committee take an active part in the operation of 
the program? 

Public Relations 

1 . Has the program been adequately publicized and promoted 
among various community organizations? 

2. Have the objectives, philosophy, and operation of the program 
been publicized with the entire faculty in an effort to build 
genuine understanding? 

3 * Are the written objectives and operating procedures of the 
program made available or presented to parents of potential 
students? 

4. Are the administrators and guidance counselors informed of 
the program and of its place in the total school program? 

p. Is the program publicized periodically in community and 
school publications? 
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6 . Is the program respected by the conaminity, the school, and 
the pcurents? 

7 . Is there a well-planned program of public relations that 
includes the use of such media as newspapers, radio, tele- 
vision, movies and films, brochures and leaflets, talks to 
various community groups, and exhibits and displ^s? 

Records and Reports 

1. Does the teacher coordinator have access to, and use, com- 
plete student records, including tests, grades, attendance 
and health records, and other available data? 

2. Are suitable forms used for recording each of the various 
coordinating activities? 

3» Does the teacher coordinator prepare a record of his co- 
ordination activities and present it periodically to se- 
lected school administrators? 

4. Does the teacher coordinator keep systematic records of all 
the activities and the performance of each student at his 
training station and in the control class? 

Is the student’s training performance evaluated periodically 
by the employer? 

6 . Is the employer furnished with an evaluation device for use 
for this purpose? 

7» Does the school maintain as part of the student’s cumula- 
tive record complete information concerning the student’s 
activities? 

Student Follow-Up 

1. Is there axi organized system of follow-up of each former 
student ? 

2. Are the findings of follow-up activities recorded and re- 
ported to the school administration, faculty, and advisory 
committee? 

3 . Is an effort made to adjust the business work experience 
education program on the basis of findings of follow-up 
activities? 
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SERVICES OF THE BUREAU OF BUSINESS EDUCATION 

The Bureau of Business Education maintains a staff in three re- 
gional offices to assist the school districts with their business 
education programs. These offices are located in Sacramento, 

Oakland, and Los Angeles. 

A. Services and Responsibilities 

The staff of the Bureau perform the following services to aid 
school districts in the development, promotion, and improvement of 
their programs. Some of these services and responsibilities include: 

Plan, Promote, and Develop Effective Programs in Business 

Education 

1 . Plan with school districts to develop sound programs in 
office and distributive education. 

2. Provide instructional and promotional materials. 

Timprove Instruction in Business Education 

1. Plan and conduct regional workshops and state conferences in 
office and distributive education. 

2. Provide consultative services to schools regarding curriculum 
and program development in business education. 

3 . Prepare publications and instructional materials. 

Determine and Interpret Training Needs of Business Occupations 

1. Maintain business contacts to obtain information necessary to 
advise schools offering appropriate content in their business 
education programs. 

2. Interpret and make available to school personnel statistical 
data related to the changing needs of our labor force. 

Provide In-service and Pre-service Business Education Teacher 

Training 

1. Plan and conduct in-service teacher training programs in 
business education. 

2. Provide supportive and coordination activities in pre-service 
business education teacher training. 

Plan, Coordinate, and Ctonduct Research in Business Education 

1. Identify and encourage needed research projects in business 
education. 
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2. Plan with school districts, and other agencies for the de- 
velopment of research designs in business education. 

3» Prepare and disseminate research information with implica- 
tions for business education in California. 

Implement the California State Plan for Vocational Education 

1. Supervise and maintain standards in funded business education 
programs conducted in accordance with the Cstlifornia State 
Plan for Vocational Education. 



Bureau of Business Education Regional Offices 
Headquarters ; 

721 Capitol Mall, Room 44l 
Sacramento 958l4 

Central Region ; 

1919 - 21st Street 
Sacramento 958l4 

Coastal Region ; 

1111 Jackson Street, Room 4075 
Oakland 94607 

Southern Region ; 

809-1 State Building 
217 W. First Street 
Los Angeles 90012 
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LEGAL AUTHORIZATIONS GOVERNING 
WORK EXPERIENCE EDUCATION 

In California^ recognition of work e3q>erience education and authoriza- 
tion for the operation of such programs appear in the California Educa- 
tion Code and in the California Administrative Code. 

The California Education Code 

The California Education Code, Division 7 , Chapter 4, Article 4, Work 
Ejtperience Education, sections 8351 through 8358 states; 

8351. The governing board of any district maintaining a high school 
or junior college may; 

(a) Provide for the instruction of pupils in the skills, attitudes, 
and understandings necessary to success in employment by means of courses 
of work estperience education as provided in this article (commencing at 
Section 8351) • 

(b) Provide for guidance and supervision procedures designed to in- 
sure maximum educational benefit to students from placement in suitable 
work e:q)erience education courses. 

(c) Provide for arranging, approving, coordinating, and awarding 
credit for work experience education courses, and for those purposes em- 
ploy instructors, coordinators, and other necessary personnel. 

8352. The State Board of Education shall establish standards for 
work experience education, includitig but not limited to, the following; 

! a) Selection and approval of work stations, 
b) Supervision of pupils. 

(c) Credit allowable for work experiences. 

(d) Guidance procedures related to work experience education. 

8353. The Department of Education shall adopt such rules and regula- 
tions as aai’e necessary to implement the standards set by the State Board 
of Education, so as to maintain the educational purpose and character of 
work experience education. 

8354. All laws or rules applicable to minors in employment relation- 
ships are applicable to students enrolled in work experience education 
courses . 

8355* Work experience education as authorized by this article... 
includes the employment of pupils in p8u:*t-time jobs selected or approved 
as having educational value for the students employed therein and co- 
ordinated by school employees. 

8356. Work esqperience education involving apprenticeable occupations 
shall be consistent with the purposes of Chapter 4, Division of the 
Labor Code and with standards established by the California Apprentice- 
ship Council. 

8357* The governing board of any school district which maintains one 
or more high schools or junior colleges may provide for the establishment 
and supervision of work experience education programs in contiguous areas 
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outside the district. 

8358. Notwithstanding any provisions of this code or the Labor Code 
to the contrary, the school district under whose supervision work ex- 
perience education is provided shall be considered the employer under 
Division 4 of the Labor Code of persons receiving such training unless 
such persons during such training are being paid a cash wage or salary 
by a private employer .. .or unless the person or firm under whcan such 
persons are receiving work experience elects to provide workman’s com- 
pensation insurance (Added by Stats. I96I, ch. 1798, amended by Stats. 

1963, ch. 262). 



The California Adm5.nistrative Code 



In addition to the authorization for work experience education found in 
the California Education Code, regulations governing programs of this 
type are found in the California Administrative Code, Title 5^ Education, 
sections 115.20 through 115.26. They were approved by the California 
State Board of Education on JuOy 10, 1958, and becam.e effective for the 
1958-59 school yesir. These regulations read as follows: 

Article I3.I. Work Experience Education 

115.20. Approved Plan Required . Any program of work experience 
education conducted by the governing board of a school district, herein- 
after in this article called "the district," pursuant to Education Code 
Sections 8351 through 8357 shall conform to a plan adopted by the dis- 
trict and submitted to, and approved by, the State Department of Educa- 
tion. The plan shall set forth a systematic design of work experience 
education whereby young people, while still enrolled in school, will gain 
realistic employment e:q>erience through part-time work. Among other 
things, the plan submitted shall contain the provisions: 

(a) A statement that the district has officially adopted the pleui sub- 
ject to approval of the State Department of Education. 

(b) A specific description of the respective responsibilities of the 
school, the pupil, the employer, and other cooperating agencies in the 
operation of the program. 

(c) A statement that the district will: 

(1) Provide appropriate and conti’^uous guidance service to 
the pupils throughout their enrollment; in the work experience 
education program. 

(2) Assign a sufficient number of qualified certificated 
personnel to direct the program and to coordinate jobs held by 
pupils with the school curriculum. 

(3) Make certain that work done by pupils is of a useful 
educational nature. 

(4) Ascertain^^ throu^i the appropriate enforcement agency, 
that applicable f^eral, state, and local laws and regulations 
are followed. 

(5) Evaluate, with the help of the enployer, work done by a 
pupil, award credit toward graduation for work successfully ac- 
complished, and enter pertinent facts concerning the pupil’s 
work on the pupil’s etmnilative record. 
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(6) Provide necessary clerical and instructional services* 
Note: Authority cited: Sections 8352 and 8353 ••• , Education Code* 
History: 1. New Article 13 •! ( 115 *20 through 115*26) filed_7-lB-58;^ 

effective thirtieth day thereafter (Register 58, No* 13)* 



115*21. Classifications of Work Experience Education . Work experi- 
ence education is e district-initiated and district-controlled program 
of education consisting of one or more of the following types: 

(a) Exploratory Work E:qperience Education , having as its general 
purpose the vocational guidance of the pupil through affording him oppor- 
tunities to observe and sample systematically a variety of conditions of 
work for the purpose of ascertaining his suitability for the occupation 
he is exploring* There is no intent to teach production skills of any 
kind* 

(b) General Work Experience Education , having as its purpose the 
supervised part-time enqployment of pupils with the intent of assisting 
them to acquire desirable work habits and attitudes in real Jobs* The 
part-time Job held by a pupi,l need not be related to the occupational 
goal of the pupil* 

(c) Vocational Work Experience Education , having as its purpose the 
extension of vocational learning opportunities for the pupil through part 
time enqployment in the occupation for which his course in school is pre- 
paring him* 



115*22* School Credit* The district shall grant to a pupil for the 
satisfactory conpletion of work e:q)erience education credit in an amount 
not to exceed: 

(a) In High Schools , a total of 4o semester periods made up of one 
or a combination of two or more of the following types: 

(1) For Exploratory Work Experience Education : Five (5) 

semester periods for each semester, with a maximum of ten (lO) 
semester periods eamed in two semesters* 

(2) For General Work Experience Education : Ten (lO) semester 

periods for each semester with a maximum of twenty (20) semester 
periods * 

(3) For Vocational Work E:q)erience Education ; Ten (lO) semes- 
ter periods for each semester with a maximum of forty (4o) semes- 
ter periods* 

(b) In Junior Colleges , a total of l5 credit hours made up of one or 
a combination of two or more of the following types: 

(1) For Exploratory Work Experience Education : Three (3) 

credit hours per semester with a maximum of one semester* 

(2) For General Work E:qperience Education ; Three (3) credit 
hours per semester with a maximum total of six (6) credit hours* 

(3) For Vocational Work Experience Education ; Four (4) credit 
hours per semester with a maximum total of sixteen (16) credit 
hours* 

115.23* Pupil Qualifications * In order to qualify for participation 
in the work experience education program, a pupil shall: 

(a) Have attained Junior standing in high school or I 6 years of age, 
except that, ^d.th specific authorization by the principal, individual 




-43- 



pupils with exceptional needs who are 15 years of age may be enrolled. 

(b) Be a full-time pupil. For the purposes of this section, a 
full-time pupil means one of the following; 

(1) A legally indentured apprentice or a continuation pupil, 
regardless of the number of subjects or the secondary school in 
which he is enrolled. 

(2) A high school pupil enrolled in four or more subjects, 
including work experience education as one of such subjects. 

(3) A junior college pupil enrolled in 12 or more credit 
hours, including the credit hours for work e:q)erience. 

(c) Have, if a high school pupil, parental or guardian approval. 

(d) Have the approval of the school guidance service to enroll in 
the work experience education chosen. 

(e) Have a vocational or educational goal to which the vrork experi- 
ence education chosen will, in the opinion of the district, contribute. 

115 » 24 . Supervision . In carrying out its plan for work experience 
education, the district shall, in addition to meeting the requirements 
of Section 115 . 20 , provide sufficient services for initiating and main- 
taining work stations, for coordinating the program, and for supervising 
the pupils, including but not being limited to; 

(a) On-the-job observation of the pupil. 

(b) Consultation with the employer. 

(c) Written evaluation of the student’s progress. 

(d) Consultation with the student. 

In the case of legally indentured apprentices, the requirements of 
this section shall not be deemed to prevent collaboration between the 
school administrators and the Joint Apprenticeship Ccranittee in order to 
avoid duplication of supervisory services. 

115 » 25 . Records . The district shall maintain records which shall 
include; 

(a) A record of the type of work e3q>erience in which each pupil is 
enrolled, where he is employed, and the type of job held. 

(b) A record of work permit issued if applicable. 

(c) The employer’s report of pupil attendance and performance on 
the job. 

(d) The supervisor’s repoit of his observations of the pupils. 

(e) The supervisor’s report of his consultations with employers. 

(f) The supervisor’s rating of each pupil, including grade. 

115.26. Selection of Work Stations . In selecting and approving a 
work station for an individual pupil, the district shall observe the fol- 
lowing criteria; 

(a) The employer is in sympathy with the educational objective of 
providing work experience for the pupil. 

(b) The employer knows of the intent and purpose of the work experi- 
ence education program. 

(c) The work station offers a reasonable probability of continuous 
employment for the pupil during the work experience period for which he 
is enrolled. 

(d) The employer has adequate equipment, materials, and other facili- 
ties to provide an appropriate learning opportunity. 
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(e) Overall desirable working conditions prevail which will not 
endanger the health, safety, welfare, or morals of the pupils. 

(f) The en5>loyer will provide adequate supervision to insure a 
planned program of the pupil* s job activities in order that the pupil 
may receive maximum educational benefit. 

(g) The eniployer, as required by law, will provide adequate ccm- 
pensation insurance. 

(h) The ernployer will laaintain accurate records of the pupil *s 
attendance. 
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SAMPLE FOBMS 



Form 

Nuittber Form Title / Purpose of Letter 

1 Student Interest Questionnaire 

2 Business Occupations Questionnaire 

3 Business Occupations Questionnaire - Letter of Transm5,ttal 

4 Advisory Committee “ Letter of Appointment 

5 Teacher Coordinator’s lietter of Introduction 

6 Follovf-up Study - Letter of Transmittal 

7 Business Work E:qperience Education - Student Follow-up Question 
naire (2 examples) 

* 8 Student Application 

* 9 Training Agreement 

*10 Student’s Weekly Report 

*11 Visitation and Student Conference Report 

*12 Student Training Progress Report 

(* It is suggested that these forms be kept in student’s personal 
record folder.) 



5?TERLINCt unified school district 

Business Work Experience Education Program 



Student *s Personal Folder 



FRONT 



Form Number 



STERLING UNIFIED SCHOOL DISTRICT 
Business Work E:qperience Education Program 

STUDENT INTEREST QUESTIONNAIRE 




Personal 

Name 


Date 




Date of Birth 


Female 


Male 


Home Room Teacher 


Home Room No. 


Counselor's Name 






Educational Plans 

Attend ColleKe; Yes No 

Tentative Ma,1or 






Attend business or trade school: 
Tentative career choice 


Yes 


No 


Seek Employment: Yes No __ 

Occupational choice 






I am (definitely interested in) (would like more information 

about) the Business Work Experience Education Program. 

(Please complete reverse side) 



BACK 

Occupational Experience 

Presently employed? Yes No 

Name of firm 

Number of hours per week 

Length of time employed _________ 

Primary duties 

SOURCE OF JOB INFORMATION 

Previously employed? Yes __ No 

Name of firm 

Primary duties 

SOURCE OF JOB INFOmTION ~~ 
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Form Number 

STERLING UNIFIED SCHOOL DISTRICT 
Sterling, California 



Date 

Mr. James Brown 
Brown and Sons, Inc. 

8575 Floi<fer Street 
Sterling, California 

Dear Mr. Brown: 

Your cooperation is urgently needed! 

Our Sterling Unified School District is contemplating 
the establishment of a Business Work Experience Education Program 
to help prepare students for employment in the business occupations. 
In this education program both the school a.id the business firm 
cooperate in the trainijig of the student. 

We need to determine if there are a sufficient number 
of businesses which would be willing to cooperate by providing 
trainin^^ stations for our students. 

Pernaps you will want to discuss the program further; 
if so, please indicate on the questionnaire. 

Won’t you take the few minutes necessary to fill out 
this questionnaire and return it to me today? 

Thank you for your cooperation. 

Sincerely, 

David Gordon 
District Superintendent 

DG:cs 

Enc. Questionnaire 



- 54 - 



Form Number 



STERLING UNIFIED SCHOOL DISTRICT 
Sterling, California 



BUSINESS OCCUPATIONS OUESTICmAIRE 



Your firm* s name will not be used in connection with your answers • 
The information furnished by you and other businesses will be used 
for statistical purposes only. However, if there are any questions 
which you do not wish to answer, please omit them. 

Name of Firm D«-te — 

Address Phone 



Type of Business . 

How many employees of your firm are engaged in the following Job 
classifications; 

Female Male 

Distributive; Sales, stock Full-Time 

e/ashler, delivery, etc. Part-Time 



Office; Receptionist, clerk- Full-Time 

typist, stenographer, Part-Time 

secretary, etc. 

Does your firm employ students on a part-time basis? Yes No 

Ajjproximatel^f how many new full-time employees (business occupations) 
do you hire t^ach year? Female . Male . . . , , — . 

Does your firm prefer employing trained and experienced employees? 

Yes No 



List the three most important factors considered when hiring a new 
employee; 



1 . 



2 . 



3 - — 

Does your firm contact the employee's high school/college for 
references? 

Would your firm be interested in hiring students enrolled in the 
Business Work Experience Education program? Yes No 

Would you like more information concerning the program? 

Yes No 



Name and Title of Official Representative 
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Form Number 

STEBLING TJNIFIED SCHOOL DISTRICT 
Sterling, California 



Date 



Mr. Lawrence B. Anderson, Manager 
Acme Variety Stores 
7609 West 9th Street 
Sterling, California 

Dear Mr. Anderson: 

It is my pleasure to ask you to serve as a Ejember' of our Business 
Work E3tperience Education Program Advisory Ccamittee. You have 
been selected because of your extensive background of esqperience 
and knowledge in the field of business. Your appointment has been 
approved by the Board of Education of the Sterling Unified School 
District for a period of one (l) year. 

This vocational education program has been established to help 
prepare our students for careers in the business occupations. 

Your acceptance of this appointment will be of great value to our 
school district. Through the activities of the members of this 
comnlttee, assistance will be given to the promotion and acceptance 
of this program by the businessmen and other members of the 
community. 

The first meeting will be held in ny office on S^tember 9 at 
7s 30 p»m., to review the purposes of the program and discuss some 
of the activities that might be undertaken by this committee « 

Sincerely, 



David Gk)rdon 
District Superintendent 

DO:cs 



0 
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Form Number 



STERLING UNIFIED SCHOOL DISTRICT 
Sterling, California 



Date 



Mr. John Black 
S. K. Greene Company 
2683 Fifth Avenue 
Sterling, California 

Dear Mr. Black; 

Sterling Unified School District is pleased to introduce 
Mr. Richard Dow, our new Business Work Experience Education 
Coordinator. The purpose of the Business Work Experience 
Education Program is to help prepare students for entry jobs 
in the business occupations. Employers are asked to cooper- 
ate by providing part-time employment for these students. 

Mr. Dow will be contacting you soon to explain the purposes 
and the advantages of this program to you, the business man. 

In the meantime, if you have immediate employment opportuni- 
ties for part-time enployees and wish to participate in our 
Business Work Experience Education Program, please contact 
Mr. Dow by calling ii^-l650. 

Sincerely, 



David Gordon 
District Superintendent 



DG;cs 
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Form Number 



STERLING UNIFIED SCHOOL DISTRICT 
Sterling, California 



Date 



Mr. Roger H. Jones 
1000 Center Street 
Sterling, California 

Dear Roger: 

Our school is interested in knowing what you have been doing 
since you left school. We feel that through your experience 
we may be able to improve our Business Work Experience Educa- 
tion program so as to better meet the needs of students en- 
rolled in the program. 

Will you assist us by filling out and returning the enclosed 
questionnaire? The greater the number of responses, the 
greater the value of this survey. Your name will not be used 
in connection with your answers. The information furnished 
by you and other graduates of the program will be used for 
statistical piuposes only. However, if there are any questions 
which you do not wish to answer, just omit them. 

You can answer most of the questions very quickly by means of 
a check mark or a few words. However, if you have further 
comments or suggestions regarding the program, we would be glad 
to have you write them on the back of the questionnaire. 

An immediate reply would be greatly appreciated. 

Thank you. 



Sincerely, 



Richard Dow 
Teacher Coordinator 



RD:cs 

enc. 



o 
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Form Number 



STERLING UNIFIED SCHOOL DISTRICT 
Sterli’/ig, California 



Date 



Mr . John Black 
S. K. Greene Company 
2683 Fifth Avenue 
Sterling, California 

Dear Mr. Black: 

Sterling Unified School District is pleased to introduce 
Mr. Richard Dow, our new Business Work ExT)erience Education 
Coordinator. The purpose of the Business Work Experience 
Education Program is to help prepare students for entry jobs 
in the business occupations. Employers are asked to cooper- 
ate by providing part-time employment for these students. 

Mr. Dow will be contacting you soon to e:q)lain the purposes 
and the advantages of this program to you, the business man. 

In the meantime, if you have immediate enployment opportuni- 
ties for part-time emplc^ees and wish to participate in our 
Business Work Experience Education Program, please contact 
Mr. Dow by calling 4i|6-l650. 

Sincerely, 



David Gordon 
District Superintendent 



DG:cs 
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Describe what additional education you have had since leaving school? 
Indicate (A) Name of Institution; (B) Length of Enrollment; (C) Courses; 
Major or Training: 



Junior College: (A) (b) Years Months 

(C) 

Co3JLege or University: (A) (b) Years Months 

(C) 

Trade or Business School: (A) (B) Years Months 

(C) 

Apprenticeship: (A) (b) Years Months 

(C) 

Extension: (A) (b) Years Months 

(C) - 

Other: 



How do you feel about your present job? Check one: 

Satisfied - do not expect to change jobs 

Satisfied but esqpect to change jobs 

Not satisfied but do not expect to change jobs 

Not satisfied and expect to change jobs 

No definite feeling 

Has the Business Work Experience Education Program helped you in securing 
and holding a job? If so, ho;/? 



List any suggestions for in 5 )raving any phase of the Business Work Experi 
ence Education Program. You may use additional sheet, if necessary. 
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STUDENT FOLLOW-UP QUESTIONNAIRE 



In answer to any question, please feel free to give a/iditional information 
on the hack of the questionnaire. 

Name Female Male 



If Mrs., give maiden name 

Address 

Year Graduated 

List any and/or all education you have received since High School 

School Dates Major Degree or 

From To Degrees Certification 



List what you have been doing since High School? Include all jobs (part- or 
full-time) and periods of \meraployment . 

Dates Reason 

To From Employer and address Position Salary for Leaving 



Does your present job have opportunities for advancement? If not, do you 
plan on changing jobs? 



Has the Business Work Experience Education Program helped you in securing and 
holding a job? If so, how? 



List any suggestions for improving any phase of the Business Work Experience 
Education Program. You may use an additional sheet if necessary. 



List the areas of the program and your preparation which has helped you the 
most • 



Would you be willing to come back and talk to the students about your 
personal eacperiences? 



o 
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Form Number 



STERLING UNIFIED SCHOOL DISTRICT 
Sterling, Cal. i'ornia 

Business Work Experience Education Program 
STUDENT FOLLOW-UP QUESTIONNAIRE 



In answer to any question, please feel free to give additional 3.nfonna- 
tion on the back of the questionnaire. 

Tjfimo Female Male 





If Mrs . . given maiden name 






Address 








Year 


Gradiiated 






What 


are 


you now doing? (Check one or 


more) 






1. 


Working for pay, full-time 


7. 


In armed forces 




2. ‘ 


Working for pay, part-time 


8. “ 


Not working but looking 




3 . 


In school, full-time 




for a Job 




4. ■ 


In school, part-time 


9- _ 


Not working and not 




5. ■ 


Housewife 




looking for a Job 




6. 


In business for self 


10. _ 


Other 



Please describe three Jobs you have held since leaving school. List 
the latest one held first; 

Firm Months Employed 



Kind or type of business 
Title^iajor duties 



pirm Months Enqaloyed 

Kind or type of business . 

Title/major duties 



Firm 



Months Employed 



Title/major duties 



Form Niimber 



STERLING UNIFIED SCHOOL DISTRICT 
Business Work Experience Eaucation Program 

STUDENT APPLICATION 



PERSONAL 






Name 




Phone 


Address 




Date of Birth 


Place of Birth 


Weight 


Height Sex 



Describe any physical limitations — — 

Do you have a driver’s license? 

Do you have transportation? 

Have you received any honors or awards? IP yes, describe ^ _ 



EDUCATION 

Home Room Teacher .. Home Room Number__ 

How many tames have you been absent this year? Tardy? 

List all the business subjects you have taken and semester grades: 
Course Grade Course Grwle 



2 . 5 * 

3 - 

Have you discussed this application with your counselor? Parents? 

Counselor’s Name , — 

List two teachers for reference: 



Describe your plans after graduation on the reverse side of this sheet. 
\tot school activities have you participated in? Describe. 
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o 



student ATyplication (Page 2 ) 



Describe present class schedule 

Period Course Teacher - 

1 

2 

3 — — — 

4 - 

5 — 

6 — 

EXPERIENCE 

Have you ever been employed? list latest job first 

Name of Firm Length of Time Duties 



Do you have a job now? When school begins? 

If yes, describe Name of Firm 

Hours 



Duties - 

I understand that this is an application for enrollment in the Business 
Work Ejqperienee Education ?To(^m, and that if I am selected, I will accept 
the responsibilities required by both the school and the employer. 



Signature of Applicant 
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Date 



Form Number 



STERLING UNIFIED SCHOOL DISTRICT 
Business Work Experience Education Program 

TRAINING AGREEMENT 



The major purpose of this program is to provide valuable training for 

students. This agreement is made to show responsibilities of the partici- 
pants: the student, the parent, the school, and the enployer. 

1. The student enters this program for the purpose of learning as much as 
it is possible for the employer to provide in the nature of job informa- 
tion, skills, and attitudes. 

2. The employer is asked to infom regular employees of their important 
role in assisting in the training of the student and that the school 
solicits their cooperation. 

3. The student will keep regular attendance both at school and on the job. 
He cannot work on any school day that he fails to attend school. Ex- 
ceptions are permissible only by mutual consent of the employer and the 
teacher coordinator. 

4. Any student who quits school loses this job at once. Any job change 
for the student must be arranged in advance by the employer and the 
teacher coordinator. 

5. Pay and hours are to be determined by the employer. The minimum wage 
as required by the State Industrial Relations Department applies . 

Since the student starts to work during the legal school day, the 
school reserves the right to approve the working hours . A work permit 
is required for all students under I8 years of age. 

6. The enqoloyer may e3q>ect honesty, punctuality, cooperation, courtesy, 
and willingness to learn on the part of the student. The employer 
reserves the right to discharge the student for just cause; however, 
the teacher coordlmtor requests consultation with the employer prior 
to such action. 

7. The employer is urged to keep the student on the job for at least the 
minimum number of hours and weeks agreed upon. 

8. The student must have reached his sixteenth birthday at the time he 
enters this program. 

9. Parents or guardians will accept responsibility for the conduct of 
their children while they are training in this program. 

10 . The school provides a teacher coordinator to supervise the student on 
the job. He will make periodic visits to the various businesses to 
observe the student and to consult with the employer. Evaluation of 
the job performance will be a joint effort by the employer and the 
teaeher coordinator. School credit is granted for successful job 
performance. 



Student's Signature ' Teacher Coordinator's Signature 

Parent's SiGnature — Signature 



EFFECa?IVE DATE 



- 64 - 



FRONT 



Form Number 



STERLING UITIFIED SCHOOL DISTRICT 
Business Work E3q)erience Education Program 

Student *5 Weekly Report 

Student's Name .. - _ 

Firm 



Training Sponsor's Name 

Week Dating from _Rate of Pay $ 



Day 


Time Time [ Total 

In Out ® Hours Major Duties Performed 


Monday 


! 


QMesday 


j 1 __ 1 - . ■ ■ 


Wednesday 


1 


TTiursday 


1 ■ » 1 ■ 


Friday 




Saturday 




Sunday 


t ^ — ' ■* " " ' * " 



TOTALS 



Signature of Employer 
BACK 



What problems arose during the week on which you would like help? 



\Jhs.t individual instruction do you need to help you perform your 
duties more effectively? 
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Form Number 



FROOT 



STERLING UNIFIED SCHOOL DISTRICT 
Business Work Experience Education Program 

Visitation and Student Conference Report 



Please Check: 



Visitation 



Student Conference 



Name of Student 
Firm ___ 



Date 



Training Sponsor 



Purpose of Visit or Conference: 



Comments: 



(Use reverse side if necessary) 



BACK 




Form Number 

STERLING UNIFIED SCHOOL DISTRICT 
Business Work Experience Education Program 

STUDENT TRAINING PROGRESS REPORT 



Name of student 

Firm — 

Period covered 

TO THE EMPLOYER: In each category place one check mark opposite the phrase 

which describes the student learner most accurately. 

A BILITY TO FOLLOW INSTRUCTIONS 

Uses initiative in interpreting and following instructions 

Usually follows instructions with no difficulty 
Follows instructions with some difficulty 
Needs repeated detailed instructions 



APPEARANCE 

Exceptionally neat and appropriately dressed 
Neat and appropriately dressed 
Satisfactory appearance and dress 
Sometimes neglectful of appearance and dress 

A TTITUDE TOWARD WORK . . . ^ 

Takes a keen interest in the training and takes initiative to learn 

Shows interest in training and has desire to learn 

Has some interest in the training 

Shows little interest or enthusiasm for the training 



ATTENDANCE AND PUNCTUALITY 

Never absent or late without good cause 
Seldom absent or late without good cause 
Occasionally absent or late 
Frequently absent or late 

COOPERATION 

Always cooperates eagerly and cheerfully 
Usually cooperates eagerly and cheerfully 
Cooperates willingly when asked 
Cooperates reluctantly 

CUSTOMER RELATIONS 

Extremely tactful and understanding in dealing with all types of 
customers 

Usually poised, courteous and tactful in dealing with customers 
Tries to please customers 

Sometimes lacks poise and seems indifferent to customers 
DEPENDABILITY 

Meets all obligations unfailingly without supervision 

Meets obligations with very little supervision 

Meets obligations under careful supervision 

Sometimes fails in obligations even under careful supervision 
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EXPENSE CONSCIOUS (Materials and Equipment) 

Extremely careful in using materials and equipment 

Uses good judgment in using materials and equipment 

Takes average care in using equiiaaent and materials 

Careless about equipment and materials 



JOB SKILLS 

Possesses all of the essential skills and related Information 

Has an, above average command of the essential skills and related 

infoimiation 

Has an acceptable command of the skills and related information 

Weak in the essential skills and related information 

OBSERVANCE OF RUiLES 

Always observes cori5)any rules 

Seldom disregards comgpany rules 

Observes most of the company rules 

Frequently neglects conipany rules 

QUALITY OF WORK 

Has aptitude for doing neat, accurate work and exceeding the 

requirements 

Does more than required amount of neat, accurate work 

Does normal amount of acceptable work 

Does less than required amount of satisfactoiy work 

WORK AREA 

Keeps work eu:’ea outstandingly neat and efficiently organized 

Takes pride in appearance and arrangement of work areas 

Follows good housekeeping rules 

Allows work area to become disorganized euid untidy 

OVER-ALL EVALUATION OF STUDENT *S TRAINING 

Outstanding 

Above average 

Average 

Below average 

Poor 

NOTE: Please attach, or insert 

below, any comments you Signature of Rater 

wish to make on this report. 



Date 



Assigned Grade 



Signature of Teacher Coordinator 
Date 
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APPENDIX C 



CHECKLIST FOR DEVELOPING A BUSINESS WORK 
EXPERIENCE EDUCATION PROGRAM 



APPENDIX C 



CHECKLIST FOR DEVELOPING A BUSINESS WORK EXPERIENCE EDUCATION PROGRAM 



Le/elo and admiris-*.-*-^ Student Interest Survey. (See Section 

II.A) 

2. Develop and administer Community Survey. (See Section II.A) 

3. Prepare a report of the findings, conclusions, and recommenda- 
tions from the Student Interest and Community Survey. 

(See Section II.A) 

4. Submit report to administration for final decision on program 
development. (See Section II.A) 

5. If school contemplates applying for financial assistance for 
the program under the George-Barden Act, or Vocational Educa- 
tion Act, contact Bureau of Business Education Regional Super- 
visor for reimbursement policies and teacher authorization 
requirements . 

6. Select the teacher coordinator for the program. (See Section 
II. B) 

7. Organize the Advisory Committee. (See Section II. C) 

8. PlEui the instructional program. (See Section II. D) 

the related units of instruction 
materials of instruction 
classroom facilities and equipment 

9. Develop the complete plan of initial and continued program 

promotion. (See Section II. E) 

10. Prepare and submit the Plan of Operation. (See Section II. F) 

11. Develcq) the forms and procedures for student enrollment and 
evaluation. (See Section III.D & E) 

12 . Develop procedures and criteria for selecting training 

stations. (See Section III. 3) 

13. Adopt procedures and forms for the Training Agreement. 

(See Section III.C) 



It 
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Develop the procedures, instruments and use schedule for the 
following functions: 

General record keeping (See Section III.G) 

H^orts to administration 
Reports to Advisory Committee 
Coordination activities (See Section III. A) 

Program follow-up studies (See Section III.H) 



If applying for financial assistance, the Bureau of Business 
Education will require the following: 

1. Summary of Student Interest and Community Suiveys. 

2. Qualifications of the teacher and/or coordinator; 

a. course work in business education 

b. professional courses in methods, materials, and 
curriculum 

c. job experience background 

3. Plan for using Advisory Committee, including names and 
affiliations of members. 

4. Complete information on the related instruction includ- 
ing units of instruction, methods and materials of 
instruction . 

5. Plan of program promotion. 

6. One copy of the "Plan of Operation." 

See Section V. for specific information on Bureau services 
and location of regional offices. 



